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St James’s Palace  
Gold Award Presentations 
  
Congratulations! 
We hope that you enjoyed doing your DofE programme and many 
congratulations on achieving your Gold Award.  We are delighted to 
invite you to your Gold Award Presentation at St James’s Palace.  
  
RSVP 
Please let us know as soon as possible if you are able to accept the 
invitation by logging into your eDofE account (www.eDofE.org) or 
returning the response form to the address provided. Places at the 
presentation are strictly limited, and responses will be processed on a 
first-come first-served basis. It is possible that the presentation may 
become full before the reply by date, so it is important that you 
respond as soon as possible to secure your place. Responses 
received after the reply by date will be accepted only if there is space 
available, otherwise you will be returned to the waiting list and invited 
to a future presentation.  
 
Before you respond, please ensure that the details we have on file are 
correct for both you and your guest. If any information is  missing or 
needs updating, please login to your eDofE account 
(www.eDofE.org) and make any corrections or additions on your 
Gold Award Presentation page.  
 
Please make sure that you have provided us with a current email 
address and telephone number so that we can contact you about the 
presentation. 
 

https://edofe.org/
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Due to security restrictions, it is essential that the first and last name 
that we have on file for you and your guest exactly match the 
photographic ID that you will be bringing to your presentation. 
Shortened names should not be used. The address provided for both 
you and your guest should also exactly match the ID that you will be 
bringing on the day.  
 
It is possible to have a shortened/alternative name printed on your 
certificate, and you can indicate this in the “name on certificate” field 
on your Gold Award Presentation page.  
 
You can make any amendments to the personal details for you and 
your guest on your Gold Award Presentation page, by logging into 
your eDofE account at www.eDofE.org. 
 
If you have lost or forgotten your eDofE username, contact your 
DofE Leader, Coordinator or your Licensed Organisation. If you know 
your username but don’t know your password, select ‘Forgot your 
password’ from the eDofE sign in page and use the online reset 
password functionality. If you are still unable to sign into eDofE, 
please email eDofE@DofE.org. 
 
Confirmation emails  
We are unable to confirm receipt of individual responses as they 
arrive, however we will send a confirmation email to all respondents 
within two weeks of receiving their reply. If you do not receive a 
confirmation email within two weeks of sending your reply, then 
please do get in touch with us immediately as it may not have arrived. 
Please add GAP@DofE.org to your safe sender list to ensure you 
receive our emails. You can also check the status of your invitation by 
logging into your eDofE account at www.eDofE.org 
   
Declining this invitation 
You will receive up to two invitations to attend a Gold Award 
Presentation; presentations are held during term time and always 
take place on a week day. If this is your first countable invitation and 
you are unable to attend, please let us know whether you would 
prefer to be returned to the waiting list to be invited to a future 
presentation or to receive your certificate through the post. If this is 
your second countable invitation and you are unable to attend, your 
certificate will be sent to you in the post in the coming weeks.   
 
 

https://edofe.org/
mailto:eDofE@DofE.org
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If we do not receive a response to this invitation we will follow up by 
both post and email; if we have not heard from you by the deadline 
date provided, your certificate will be sent to you in the post.  
 
Please let us know as soon as possible if you need to cancel your 
attendance for any reason after you have accepted the invitation.  
 
Personal guests 
As space is limited in the State Apartments at St James’s Palace, you 
are only permitted to have one personal guest accompanying you to 
the presentation, who must be over the age of 16.  Please check that 
we have the correct details for your guest and update them if required 
– for security reasons, guests cannot be changed within three weeks 
of the presentation date.  Please note that we are unable to 
accommodate requests for additional guests under any 
circumstances.   
 
Invitations and admittance cards 
Your official invitations and admittance cards will be posted to you 
approximately three weeks before the presentation date. You will 
receive a formal white invitation and coloured admittance card for both 
you and your guest. If any of the details are incorrect on your 
admittance card or do not match your ID (first and last names must 
match, middle names are not required), please contact the Gold 
Award Presentation team immediately. For security reasons, you may 
be asked to return the coloured admittance cards to be reissued. 
Admittance cards are not transferable.  
 
Security 
Security arrangements are strict but should not interfere with your 
enjoyment of the presentation. In order to gain entry to the Palace, you 
will need to bring the following items for both yourself and your guest: 
 
• Coloured admittance card. 
• Two forms of identification – one must be photographic and the 

other must confirm your address. Please see page 10.  
 
If you or your guest do not currently have an approved form of 
photographic ID, please do make arrangements to obtain this prior to 
the presentation. No responsibility can be accepted by the DofE 
should you not meet the ID requirements and be denied entry.  
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Bags larger than a ladies handbag or a gentleman's briefcase are 
prohibited in the Palace and entry could be refused to anyone in 
possession of any such articles. Handbags and briefcases may be 
subject to Police searches.  Any large bags or luggage must be left at 
your hotel or at a left luggage facility at a mainline train station.   
 
Refreshments 
Due to the large numbers of guests, no refreshments are served in 
the Palace. Please feel free to bring a bottle of water with you as the 
State Apartments can get warm, especially if it is a hot day. 
 
Cloakroom 
There is a cloakroom in the Palace, however this is for coats, 
umbrellas, ladies’ handbags and gentlemen's briefcases only. You do 
not have to leave your coat or bag in the cloakroom during the 
presentation. However, if you decide to keep it with you, please keep 
hold of it at all times.  
 
Dress guidelines  
Please dress smartly - jeans and trainers are not allowed. Dress code 
is a suit or jacket and tie for gentlemen and suits, dresses or a smart 
alternative for ladies. Hats are optional. National dress is welcome.  
 
Scouts, ATC, ACF and other uniformed organisation are encouraged 
to wear their uniforms. For official military uniforms, The Royal Navy 
should wear No 1C Undress, The Army should wear No 2 Dress and 
Royal Air Force should wear No 1HD Dress. Gloves, leather and 
medals should not be worn. There are no changing facilities in the 
Palace. Those wishing to change into a uniform should make 
alternative arrangements.  
 
Accessibility 
If you have any accessibility requirements, please ensure that you let 
us know at the time of accepting your invitation.  
 
If you are unable to stand for long periods, please make yourself 
known to the Metropolitan Police or a member of DofE staff on arrival 
who will allow you to bypass the queue.  We advise not to arrive at 
the Palace until your assigned entry time as we are unable to admit 
guests prior to the official opening time, even if they have accessibility 
requirements. DofE staff will be on hand to offer assistance if 
required, however we regret that we cannot  provide wheelchairs on 
site. 
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Disabled guests can be dropped off and collected on Marlborough 
Road outside St James’s Palace. Please note that there is NO 
disabled parking at the Palace, but Blue Badge holders may be able 
to park locally. For more information, please visit  
www.westminster.gov.uk/disabled-parking. 
 
Gold Award badges or brooches 
Your Gold Award badge or brooch will have been sent to your 
Licensed Organisation (LO); if you have not yet received it, please 
contact your LO or regional office. Please remember to wear your 
badge on the day. If your guest also has a DofE Award, we would 
encourage them to wear their badge/brooch too.  
 
Your Gold Award Certificate 
You will be presented with your official Gold Award Certificate at the 
presentation. Your certificate will be printed with your first and last 
name as stated on your eDofE profile, unless you specify an 
alternative in the “name on certificate” field on your Gold Award 
Presentation page.  
 
Photography  
Personal photography is strictly forbidden inside the grounds of St 
James’s Palace (including inside Friary Court), and cameras must be 
left in the cloakroom on entry or kept in your bag/pocket. Anyone 
found using a camera in the Palace will be asked to leave .  
 
Tempest Photography are the official Gold Award Presentation 
photographers. A group photograph will be taken inside the Palace 
with the group you are in to receive your Certificate (approximately 25 
people) and the guest presenter.  
 
Family/individual photographs are taken at a nearby studio location, 
which will be confirmed closer to your presentation date.  More 
information can be found at www.tempest-DofE.co.uk where you will 
be able to browse the full range of photography packages available 
and purchase in advance if you wish. Your photographs will be 
available online after the presentation to view and order.  
  
Press release and the media 
There is a sample press release available that we would encourage 
you to use to send to your local press in order to shout about your 
achievements and let them know that you are attending a Gold Award 
Presentation. This is available at www.DofE.org/gap-press. 
  

http://www.westminster.gov.uk/disabled-parking
http://www.tempest-dofe.co.uk
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Location: St James’s Palace, London, SW1A 1BJ 
St James’s Palace is located on Marlborough Road, which runs 
between The Mall and Pall Mall.  
 
There is NO parking, including NO disabled parking at the Palace. 
Please remember the Congestion Charge when driving into London. 
For more information, please visit: www.cclondon.com.     
  
If you are travelling by tube, the nearest underground stations are 
Green Park (Jubilee/Victoria/Piccadilly lines) and St James’s Park 
(Circle/District lines). Green Park tube station is a 10 minute walk 
away and St James’s Park  is a 10 to 15 minute walk away.  
 
For more information on how to reach the Palace, please visit  
www.DofE.org/gaptravel OR www.tfl.gov.uk. 
 
On arrival  
When you arrive at St James’s Palace you will be directed by DofE 
staff and the Metropolitan Police to queue within Friary Court. This 
area is not covered, so please check the weather forecast in advance 
and bring appropriate attire and an umbrella if necessary.  
 
Please have your admittance cards and ID ready to be checked by 
the Police as you enter both Friary Court and the Palace. There are 
four rooms within the State Apartments in which the presentations 
take place and once you have been admitted to the Palace you will be 
directed by DofE staff to the correct location. Please keep your 
admittance card with you until you are seated. Gold Award holders 
remain in the same room as their guest throughout the presentation, 
although they are seated in separate areas.   
 
What to do if you are running late  
If you think that you are not going to arrive at St James’s Palace in 
time for the last entry (as stated on your admittance card), please call 
us on 07730 651376. 
 
During the presentation 
Presentations begin promptly and each presentation room will be lead 
by a member of DofE staff. They will provide information about the 
structure of the presentation and official protocol. Each room will  be 
comprised of  groups of approximately 25 young people, all drawn 
from the same regional area.   

https://tfl.gov.uk/modes/driving/congestion-charge
https://www.dofeshopping.org/your-discounts/gold-award-presentation-offers/?spg=283
https://tfl.gov.uk/
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 During the course of the presentation HRH will visit each room and 
speak to the groups of young people receiving their Gold Award. He 
will want to hear about your experience of completing your Gold 
Award, so feel free to speak up and tell him your interesting stories.  
 
It is not possible for HRH to present each certificate personally; a 
specially invited dignitary will present the certificates on his behalf.  
The guest presenter will also share a few words with the award 
holders, and there may be the opportunity for a Q&A session. We are 
unable to confirm who the guest presenters will be in advance of the 
presentation day.  
 
A photograph of each group of young people will be taken, and the 
guest presenter will be part of these pictures.  
 
On departure 
Once the presentation is finished and upon leaving the Palace, please 
ensure you collect any personal coats or bags left in the cloakroom. 
You will not be permitted to look around the Palace once the 
presentation has come to a close.  Please note that you will not be 
able to leave your presentation early.   
 
Schedule 
An approximate schedule for the morning and afternoon presentations 
is outlined below for your information: 
 
Morning presentations 
• From 10.00—Guests start to be admitted to the Palace 

(staggered entry). 
• 10.40 to 11.10—Guests to be in place for the presentations.  
• 12.15 to 13.00—Presentations end, guests depart. 
  
Afternoon presentations 
• From 15.00—Guests start to be admitted to the Palace 

(staggered entry). 
• 15.15 to 15.45—Guests to be in place for the presentations 
• 17.15 to 18.00—Presentations end, guests depart. 
 
All timings are approximate and specific entry times will be printed on 
your admittance cards. These will be posted to you two to three 
weeks before your presentation.  
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Identification requirements 
All attendees at this event are required to present two forms of ID, 
one of which MUST be photographic. You must present one form of 
identification from both Box A and Box B: 

Please note that the Police will also accept a Citizen Card or Validate 
Card as photographic ID. If you are not using your photo driving 
licence as your photographic ID in Box A, you can use it as your proof 
of address (Box B). Additional items valid for ID from Box B include 
official correspondence from the Government, such as a Council Tax 
letter or Polling card.  
 
If you have any questions about ID requirements, please contact the 
GAP team for further advice by emailing GAP@DofE.org. 
 
Cancellation of Gold Award Presentations 
As Gold Award Presentations are held at St James’s Palace, by 
invitation of HRH the Earl of Wessex, they are subject to the 
availability of HRH and the Royal Palace. In the unlikely event of it 
being necessary to cancel the event due to unavoidable 
circumstances, The Duke of Edinburgh’s Award cannot be held liable 
for any costs incurred to the Award holder or their guest. Depending 
on your travel arrangements, you may want to consider purchasing 
travel insurance that covers UK travel and event cancellation.  Please 
thoroughly check that your policy would cover your travel expenses 
and/or hotel costs. Should a Gold Award Presentation be cancelled, 
the GAP team will inform all attendees by email, followed up with 
further information in the post regarding rescheduling. Full information 
will also be posted on the DofE website.   
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10% discount on hotel, travel and attractions in 
London 
 
Make the occasion even more special and experience what London 
has to offer. Super Break specialise in discounted short breaks and, 
as part of the DofE, you get an extra 10% off. This deal is great value 
and ideal for making the trip to your Gold Award Presentation even 
more memorable. Choose from over 440 hotels in London at 
discounted rates and add rail or attractions to make a great value 
package.  

 

To claim your 10% discount:  
Call 01904 436002 and quote ‘DofE’ or go to  
www.DofEShopping.org/SuperBreak 

 
 
 
 
 
 
 
 
 

 

20% discount on the best restaurants, afternoon 
teas and more 
 
Celebrate your Gold Award Presentation day with Virgin Experience 
Days. DofE Award holders receive a fantastic 20% off – even on 
already discounted experiences. From delicious dining experiences at 
Marco Pierre White, Jamie Oliver or a Michelin starred restaurant, to 
amazing afternoon teas at Harrods, Fortnum & Mason or the Royal 
Albert Hall. For something a bit different, book into a wine tasting or 
cocktails and canapés. If food and drink isn’t for you, you could visit a 
London landmark, take a walking tour around the city or cruise along 
the Thames – all with 20% off. 
 

To claim your 20% discount:  
Call 0844 504 0844 and quote ‘DofE’ or go to 
www.DofEShopping.org/ved 

https://www.dofeshopping.org/your-discounts/superbreak/
https://www.dofeshopping.org/your-discounts/virgin-experience-days/
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Contact Details 
Please ensure that the details registered on eDofE (www.eDofE.org) 
for your Gold Award Presentation are correct, and that your current 
email address and telephone number are provided. For security 
reasons it is essential that the first and last names for you and your 
guest match the photographic ID that you will be bringing to the 
presentation.  
 
Make sure that you have added GAP@DofE.org to your safe list of 
senders to ensure you receive our emails.  
 
If you have a question not covered by this information leaflet, please 

get in touch with the Gold Award Presentation team using the contact 

details below:   

 

Email:  GAP@DofE.org 

  

Address: The Gold Award Presentation Team 

  The Duke of Edinburgh’s Award 

  Gulliver House 

  Madeira Walk 

  Windsor 

  Berkshire 

  SL4 1EU 

  

Tel:   01753 727431 (Monday-Friday, 9.00-17.00) 

  Please do not call outside of these hours 

 
When contacting us, please remember to provide:  
 
• Your full name  
• Your GAP reference number (GAP#####)  
• The date of the presentation you have been invited to.   
 
For more information, you can visit our website:  
www.DofE.org/gold-award-presentations.  
  
Follow us on Facebook and Twitter to receive all our news and 
updates.  

http://www.dofe.org/gold-award-presentations

